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OBJECTIVE

To ensure that decisions taken through all phases of the project are formally authorised, recorded and communicated effectively to the appropriate personnel.

1 SCOPE

All formal recommendations made by Project personnel affecting a project and submitted to the project management for approval.

2 REFERENCES

2.1 Inputs
ATD Scope Definition - Procedure PPM002

Project Scope of Facilities / Scope of Services

2.2 Outputs
ATD Budget Deviation and Scope Change - Procedure PCE006

3 DEFINITIONS

3.1 Body of Project Information
All technical information contained within:

· The project Scope of Facilities and Scope of Services

· Previous technical decisions in various formats, perhaps not yet filed but affecting the overall philosophy of the project and its objectives

· Decision Log and Notes, issued and approved in terms of this procedure.

3.2 Decision 

A decision will typically be of a technical nature affecting engineering, metallurgy, mining or geology. It may also be a policy matter on non-technical matters: marketing, logistics, human resources, housing, etc.

The effects of a decision on the project would affect the management plans for:

· Project Scope

· Project Cost Budget

· Project Schedule

· Project Quality

Decisions shall be classified for approval purposes as:

· Minor, discipline

· Minor, inter-discipline

· Major, discipline

· Major, inter-discipline

· Significant impact on project

This classification of decisions into significant impact, major and minor is the prerogative of the ATD Project Manager.

Although the classification is usually self evident, the following guidelines shall be used:

Significant impact :
The format would be a Decision Note. Will normally involve a Scope Change (SCA) (Form PGF024) and a unique application for contingency withdrawal

Major :
The format would be a Decision Note. If a scope change is involved the application for contingency withdrawal will be grouped with others. Otherwise will involve a budget change (BCA) (Form PGF024).

Minor :
The format will normally be minutes of meeting (See 5.0 below)

3.3 Decision Note (Form PGF095)
The format for issue and approval of technical decisions made by Project personnel affecting the project. 

(List where blank Decision Notes may be found (electronic copy) and the directory in which they should be electronically and physically filed)

Decision Notes shall be numbered in chronological sequence with a number issued by the Project Document Centre.  The number will have the following format :-

DEC.###

Decision  Notes should contain, as a minimum :-

Decision Note number

Date of issue

Descriptive heading of the subject material (Decision title)

Clear and concise formulation of the decision

Summarised justification for the decision (Statement)

References to supporting documentation, attached to the Decision Note or not. 

4 IDENTIFICATION OF A DECISION

The need for a decision to be taken on any matter is mostly identified in formal and informal meetings. Indeed, the decision is often taken at the meeting. It is important that the meeting identifies this formally, gives the responsibility for recording, obtaining authorisation and communicating the decision to a single team member. In this he would be supported by the Project Services Co-ordinator 

Where the decision is minor, the minutes of the meeting may serve as the supporting document for the decision. The minutes would be approved and filed with the Decision Notes and the Decision Log completed accordingly by identifying the meeting in the appropriate column. (Form PGF095)

Where the decision is more complex and/or needs multiple approvals, it is recommended that the Decision Note format shall be used.

5 APPROVAL OF DECISIONS


The following approval matrix is recommended :-

	
	
	Minor
	Major
	Significant

	
	
	Discipline
	Inter-
	Discipline
	Inter-
	Impact on 

	
	
	
	Discipline
	
	Discipline
	Project

	APPROVALS :-
	
	
	
	
	

	Discipline Originator
	Yes
	Yes
	Yes
	Yes
	Yes

	Related Discipline
	No
	Yes
	Copy only
	Yes
	Yes

	ATD Project Manager
	Yes
	Yes
	Yes
	Yes
	Yes

	Client Project Manager
	No
	No
	Yes
	Yes
	Yes

	Client
	As per Authority Matrix (Form PPM099)


6 DECISION NOTE LOG (Form PGF096)

The Log will record the status of all decisions and be regularly updated.  It is recommended that the Log be electronically available on a read only basis on a common project directory. 
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